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	 	 0:10	 Discussion:	Work	processes.	How	we	do	what	we	do.	
	
ASK:	Let’s	talk	through	all	the	steps	involved	in	producing	a	digital	monograph.	
Starting	in	chronological	order,	what	happens	first?	Next?	
	
[Note:	The	discussion	can	start	with	one	person	but	then	goes	around	the	room,	
with	people	in	different	roles	filling	in	as	needed.	The	point	of	this	section	is	to	
get	people	to	describe	the	process	in	some	detail.	Both	staff	and	directors	are	
likely	to	learn	some	interesting	things	about	just	how	certain	functions	are	
performed.]	
	
0:30	 Discussion:	What	elements	are	most	time-consuming?	
	
ASK:	Now,	thinking	about	all	those	steps	we	just	discussed,	which	tend	to	be	the	
most	time-consuming?	Why?	What	sort	of	things	can	happen	to	make	
something	become	more	time-consuming?	
	
[Note:	Here	is	where	staff	can	be	encouraged	to	talk	about	‘time’	in	terms	of	two	
elements:	the	typical	work	involved	that	is	by	its	nature	time-consuming;	and	–
sometimes	more	interesting	–	the	unexpected	elements	that	can	crop	up	and	
cause	problems.	In	many	discussions,	this	was	the	time	when	staffers	noted	
‘author	relations’	as	one	of	the	main	reasons	that	otherwise	‘simple’	projects	can	
quickly	become	very	time	consuming.]	
	
0:45	 Discussion:	What	elements	bring	greatest	value?	
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ASK:	When	you	think	about	all	the	things	you	do	in	publishing	a	monograph,	
which	activities	do	you	think	are	the	most	critical	to	the	ultimate	quality	of	the	
book?	
	
1:00	 Filling	out	the	Allocations	
	
1. Time	spent	on	monographs.	Encourage	staff	in	each	department	or	group	
of	departments	to	discuss	share	of	time	spent	on	monographs,	versus	other	
types	of	work.		“Time	on	monographs”	should	include	anything	done	to	
produce	monographs,	including	time	emailing	the	author,	sitting	in	book-
related	meetings,	and	so	forth.	Time	on	other	things	like	HR	meetings,	
general	administration,	should	be	put	into	“other.”	
	
2. Time	spent	in	FY	on	monographs	at	different	stages	of	work.	Here,	
encourage	staff	to	consider	in	general,	what	time	they	spend	on	books	that	
publish	in	that	year,	versus	books	that	will	publish	in	future	years	or	prior	
years.	Typically,	acquisitions	editors	spend	very	little	time	in	a	given	year	
working	on	books	that	will	publish	in	that	year;	rather,	their	time	is	on	
books	publishing	in	later	years.	EDP	staff	often	work	much	closer	to	
publication	dates,	so	their	percentages	here	will	be	higher.		
	
	
3. Relative	effort	on	actual	titles	published.	Here,	staff	are	asked	to	consider	
the	relative	effort	they	invested	in	a	book,	by	indicating	whether	it	took	
more	time,	less	time,	or	a	“normal”	or	“average”	amount	of	time.	They	
should	consider	all	work	done	on	the	book	across	the	full	time	they	worked	
on	it,	even	if	that	covers	multiple	years.	
	
	
4. Allocation	of	time	by	activity.	Staff	are	asked	to	consider	all	the	possible	
activities	involved	in	producing	a	digital	monograph.	For	the	activities	that	
they	engage	in,	they	are	asked	to	use	a	drop	down	menu	to	assign	a	weight,	
indicating	if	they	generally	spend	more,	less	or	an	average	amount	of	time	
on	this	activity,	compare	to	other	activities.	Calculations	are	built	into	the	
sheet,	so	staffers	need	only	make	their	choice,	and	percentages	will	be	
automatically	calculated.		
	
	
	
	
	
	
